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One of the biggest workplace challenges is completing your work and
finding time for meetings. With the increase in digital technology and
the use of email for communicating information and collaborating, you’d
expect that the number of face-to-face meetings would have
decreased.
According to 2017 Harvard Business Review article by Leslie Perlow,
Constance Noonan Hadley and Eunice Eun, many executive are now
spending as many as 23 hours per week in meetings and 65% of
managers said meetings kept them from completing their own work.
This is a shocking statistic and the trend is growing.
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TEAM MEETING HACKS RESOURCE

Not having a meeting agenda leads to a tremendous amount of
confusion and wasted time. When employees don’t get an agenda
before a meeting they don’t know what the purpose of the meeting is
or what procedure will be followed. Even worse, if they’re not
informed about the information or data they should look at before the
meeting, precious time will be lost updating everyone during the
meeting.

Purpose
The desired outcome of the meeting needs to be identified. This is
often the true purpose of the meeting and it should be communicated
beforehand by being included in a written agenda circulated before
the meeting.

Agenda
Not having a meeting agenda leaves people in the dark around
contextual details. This is because a meeting agenda provides an
overview of the meeting, the process or order of the meeting, the time
and place of the meeting and also details of who will be attending.
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TYPES OF MEETINGS

There are four types of team meetings as illustrated below:-

Reporting/Check-in Meeting

Problem Solving Meeting

Decision Making Meeting

Strategy Development Meeting
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TYPES OF MEETINGS

Reporting/Check-in Meeting

Reporting meetings are one of the most common meeting formats.
They often start with managers providing an update on their
department. This can be useful if the format is tight and those
doing the reporting are clear and organised in what they
communicate. The challenge is to be prepared and know how to
communicate succinctly.
A useful format for conducting reporting meetings is for each team
member to turn to follow the simple three step process.

1

Communicate results or KPI’s

2

Share immediate plan or activity
moving forward

3

Identify any issues or
assistance needed
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TYPES OF MEETINGS

Problem Solving Meeting

Problem solving meetings are held to bring together a team of
people to share ideas for solving a particular problem or
challenge. These meetings involve more than just someone
asking for assistance with something and are effective as long as
everyone stays focused on the problem.
For a successful problem solving meeting everyone needs to be clear
on what the issue or problem is in advance and encouraged to
participate and share their ideas for solving the problem.
There are many ways to run a problem solving meeting but by
following the steps below can you hack any problem solving meeting.

Five Step Problem Solving Meeting Process

1
Identify the
problem

2
Identify possible
solutions

5

3
Discuss and rank
solutions

4
Agree on a
solution

Identify who and
when
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TYPES OF MEETING

Decision Making Meeting

Decision making meetings take place after the facts and figures
about a particular issue have been circulated and people have
had time to understand and identify the decision they are being
asked to make.
Some meetings require a formal decision to be made, with the
decision recorded for future reference. For senior executives and
directors, this method is often used when passing corporation
bylaws, which require a formal decision making meeting with
minutes recorded for legal reasons.
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TYPES OF MEETING

Strategy Development Meeting

These are usually complex types of meetings because they
involve the setting of a company or department’s future direction
as well as the strategy or initiatives required to achieve the
desired objectives.
Because of this complexity these meetings are often held over
several days and many executives and staff dread attending
them.
If there’s no clear and efficient process in place the meeting can
turn into a massive talkfest with those who are the loudest getting
their ideas to themselves because they don’t believe it’s worth
the effort to contribute.
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